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Module 7
Chapter 3
Managing Enroliments, Attendance, and Cancellations

Chapter Overview

Introduction This chapter explains the process of managing enrollments, attendance, and
cancellations in OTA.
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Enrolling an Employee

Purpose e This section guides you through the steps to set up and enter student
enrollments for Events using status to track enrollments, to enter multiple
enrollments, and to make mass updates.

e Enrolling an employee is the action that follows Scheduling an Event.

Before You e You should access the Search for Event window on the Navigation List
Begin through Enrollments. Although you can access Event Search through
Events, the remaining windows will not display.

e If you have accessed the Search for Event and Enrollment Summary
windows to locate an Event and review enrollments, you can later go
directly to the Enrollment Details window. EXxit the first two windows
without doing a query, open the Enrollment Details window and with
your cursor in the Event Title data field, click the LOV. Select the Event
you need. Or use the <Functions> key to navigate between windows.

e The system tells you when you’ve reached the maximum number of
enrollments.

e If you have more requested enrollments than available quotas, you need to
decide which enrollments to place and which to put on a waiting list in
case of cancellations.

e Booking priorities for civilian training are those defined by DoD and

include:
e Critical/Mandated
e [Essential

e Recommended

e You can enroll students into events in advance or retrospectively by
changing the enrollment date(s) in the Scheduled Events window.

e The system does not allow you to enroll the same student twice.

Example: If you have a scheduled event running from 05 to 08 January

2001, with enrollment dates from 01 December 2000 to 31 December 2000

and you want to enroll a student today (10 July 2000), change the enroliment

start date to 10 July 2000.

e The <History> Taskflow button on the Enrollment Details window tells
you which Events the employee has completed and is currently enrolled
in.

g Note: You cannot change the enrollment date in the Enrollments Details
l window. The enrollment start date must be changed on the Scheduled Event
window.

Continued on next page
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Enrolling an Employee, continued

Cascading OTA e When you make a selection from the Navigation List, all windows

Windows needed for a procedure display in cascaded order on your screen. Start
with the top window and when you finish each window, exit to the next
window.

e |If you work from the top window and exit each time, all windows needed
for the action are in sequential order.

Example:

Functions

rch for Event

Event Tiie [ ©
aces | ®llnterna

e |f you need to toggle to another window, click the <Functions>
Taskflow button on the Enrollment Summary or Enrollment Details
windows. You may want to use this feature if you are enrolling
employees and want to check the roster or if you are enrolling students
in a number of different events.

Continued on next page
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Enrolling an Employee, continued

Searching for an
Event

Step

Action

Navigation Path — Enrollments — Student — <Open>.

The Search for Event window opens with seven columns and two

checkboxes.

Activity

Training Center || Location Start Date End Date

Enrolling

Use the bottom scroll bar to review the checkboxes.

|
_|

| |
_| _|

Data Fields Description
and Boxes

Title A system-generated number or name you

have assigned.

Activity Self-explanatory.

Training Sponsoring location.

Center

Location Geographic location code.

Start Date Self-explanatory.

End Date Self-explanatory.

Status Self-explanatory.

Continued on next page
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Enrolling an Employee, continued

Event (continued)

Step Action
2
(cont)
Data Fields Description
and Boxes
Status Status of Enrollment such as Normal, Placed,
Completed.
Standard | Cost per student enrollee.
Price
Enrolling | If selected, enrollment is open.
Checkbox
Secure If selected, enrollment is limited to the
Checkbox | organization sponsoring it.
DDF Opens Agency Group code, i.e., AF for AF.
Click to open the Additional Event Information.
3 Query the Search for Event window for the Event you need,
place the Record Indicator on the Event Title, and exit the
g window.
L Note: The Enrolling Checkbox will tell you if the Event is still
open for enrollment.

Using the Enrollment Summary

Step

Action

1

The Enrollment Details window opens the Event, any students
enrolled, and their Enrollment status:

[££5 Enirolim

,_
12-JUN-2003
:

(ROTC) EDINBORO UNIV OF PSVESTTTIETS

L: ne First Mame Title Number Ori on
1 A Jubl 19233 W RMY R
i Caaciji Athmruw 5118 PERSIAN SERVI
Enrallment Details Finance Attendance Third Party Order Details

Correspondent
Address Type -

Address |
Edail |

Personal Detai

Telephone |
Fax |

History Functions

Continued on next page
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Enrolling an Employee, continued

Using the Enrollment Summary (continued)

Step

Action

1
(cont)

Click the alternate Regions tabs to review remaining forms

Data Fields Description/Action
and Buttons
Number System-generated once you click Save.
Company
Event The one you selected.
Student Self-explanatory.
Enroliment | Placed, Requested, etc.
Status
Source

Delegate Asg | Organization the student is assigned to.
Oryg

Delegate Asg | System-generated.
Num

Sponsor Asg | Organization sponsoring the Event.
Num

Select All Grayed out, used in mass updating.
Button

Deselect All | Grayed out, used in mass updating.
Button

Mass Update | Used to update more than one nomination.
Button

Functions Use to toggle to other windows; i.e. click on
Button Event Search to return to that window or
click New Enrollment to go to a blank
window.

Exit the window. The Enrollment Details window opens.

Continued on next page
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Enrolling an Employee, continued

Completing the
Enrollment Details
Window

Step

Action

== Enrollment O

1 With the cursor in the Status data field, complete the following:

=ENANESHR Onsite at Redstone

Personal Details

Last Mame

n Progress
/0 DENTR Hak)
(ROTC) EDINBORO UNIV OF P.EF- Gl T T

First Mame Title Mumber Organization

Correspondence

Stuc Acfhu Jubhclem 19233 W REED ARMY
Contact  [eeE1v(]} Athmruw 5118 PERSIAN SERVI

Correspondent
Address Type

Address

Ehdail

Telephone

Fax

Data Field

Description/Action

Number

Do not use. System generated number which
opens when you-open the window after saving.
Future use with Finance.

Date Placed

Auto-populates from Event.

Status

Click the LOV. (Placed, waitlisted, etc.)

Change
Reason

Grayed out; opens when Status is changed

Event Title

Auto-populates from Event.

Places

Defaults to 1. Not used at this time.

Priority

Click the LOV. (1, 2, 3, or 0)

Internal
Checkbox

Not used by DoD.

Authorized
Checkbox

Select the checkbox.

By

Auto-populates with name of authorized person
enrolling the employee.

Training: Managing Enrollments, Attendance, and Cancellations

Click the Descriptive Flexfield [ ] to display the Additional
Delegate Booking Information window.

Continued on next page
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Enrolling an Employee, continued

July 2003

Completing Additional Delegate

Booking Information

Step

Action

3

On the Additional Delegate Booking Information window enter

data as indicated:

Data Field Description/Action
Agency Group Click the LOV to populate the
employee’s agency. (Required)
Purpose Click the LOV. (Required)
Travel Cost Type in the dollar amount; will vary by

student.

Per Diem or PCS
Cost

Type in the dollar amount.

Total Indiv
Indirect Cost

System totals travel and per diem costs.

Total Indiv Direct
Cost

Type in dollar amount — may vary by
student.

Total Indiv Cost

System totals cost.

Date Withdrawn

Input date when student does not
complete the Event.

Enrollment Info

Billing UIC NV use. (Required)

Training On- Type in number of hours. (Required)
Duty Hours

Training Non- Type in number of hours.

Duty Hours

Accounting Type in free form up to 120 characters.
Classification This should not be used for Purchase
NBR card information as it is not secure.
Additional Click the LOV. (AF/NV use only)

Training: Managing Enrollments, Attendance, and Cancellations
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Enrolling an Employee, continued

Completing Additional Delegate Booking Information (continued)

Step Action
3 Click the <OK> button.
Example of a completed window:

k== Additional Delegate Booking Information

4 The Enrollment Details window opens with the top region completed.

Continued on next page
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Enrolling an Employee, continued

July 2003

Continuing the Enrollment
Details Window

Step

Action

5

In the Enrollment Details window, complete the data fields for
the Personal Details Region:

Data Fields and
Taskflow Buttons

Description/Action

Type

7

The drop-down menu defaults to
Organization.

Note: The other choice is Customer
(reserved for contract or military
personnel).

Organization
Assignment

Click the LOV and use the reduction
criteria to select needed agency. This
narrows the search for names.

Student

Click the LOV to select the name;
remaining fields populate with
organization assignment.

Contact

7

Click the LOV to select the name,
remaining fields populate. Required field.

Note: Must be a supervisor, Training
Monitor, or person with a Civilian Inbox.
The Course Evaluation can then be
forwarded to one of their inboxes in lieu of
email when the employee has no access to
the system.

Correspondence

Click the drop-down menu; select
Correspondence. (optional)

Correspondent

Click the LOV. (optional)

Address Type

Click “External” for home address or
“Internal” for work address. The
remaining portion populates when the
organization is selected and will be used
for student notifications. (optional) See
Chapter 5 on Letters.

Email

Type in address. (optional)

Telephone

Type in number. (optional)

Fax

Type in number. (optional)

Training: Managing Enrollments, Attendance, and Cancellations

Continued on next page

Mod 7, Chap 3, Page 10




11 July 2003
Enrolling an Employee, continued

Continuing the Enrollment Details Window (continued)

Step Action
5
(cont)
Data Fields and Description/Action
Taskflow Buttons
<History> Opens the Student Enrollment History
window of pending or completed Events.

<Copy> Under development.
<Paste> Grayed out.
<Functions> Use to toggle from window to window.

6 Click Save. The student’s name appears on the window title.
Example:

== Enrollment fhu, Jubhclem)
Number _ =ENANESHR Onsite at Redstone
) 12-JUN-2003 1 ey

Requested ancel In P 5
i Autharized =/ DENTR Hak)

Type {ROTC) EDINBORO UNIV OF PSS

Last Mame First Mame Title MNumber Organization

(8 Acthu lJubhclem 19233 W REED ARMY
=88 Caacjji Athmruw 5118 PERSIAN SERVI

Correspondence

Correspondent
Address Type |
Address
Etdail
Telephone

Fax

History Functions

7 Your employee is enrolled. Exit the window.
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Verifying Enrollments

Verifying
Enrollments

Entering
Additional
Enrollments

Step Action
1 Click <Functions> to toggle back to the Enrollment Summary
window.
2 It opens with the names of the Students, Enrollment Status, etc.

Once you have verified the information as correct, download the
names into a course roster, change any student enrollment status as
needed, click the<Functions> button to go back to the
Enrollment Details window and enroll additional students.

o
A

2

MNumber Company Event Student Enroliment Status

Jl194 IHR Onsite at Re |Acfhu, Jubhclem |Requested =

4]

Select All Dezelact All hass Lpdate Functions

If you are updating several enrollments with the same data item, such as
changing their status, or rolling them forward onto a new Event, you can
make additional updates in the Enrollment Summary window.

Step Action

1 Navigation Path — Enrollment — Student — <Open>.

2 The Search for Event window opens. Query for the Event. With
the Current Record Indicator on the Event you need, exit the
window.

3 The Enrollment Summary window opens with the selected Event

and Status of each student. If correct, exit the window.

Note: The system refresh (F11) puts student names in alpha order
regardless of the Enrollment Status. Use the Folder Tools Palette
to sort by status, if needed, as described in Chapter 2.

Continued on next page
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Entering Additional Enrollments, continued

Entering Multiple Enrollments (continued)

Step

Action

4

The En roIIment Details window opens with the selected Event.

=N HR Onsite at Redstone
P 1| ]
n Progress
zed =0 |DENTR BAF)

Personal Detai

Type {ROTC) EDINBORO UNIV OF P/SSVESITRIE:

Last Marne First Mame Title Mumber Organization

Acthu Jubhclem 19233 W REED ARMY
- Caacul Athmruw 5113 PERSIAN SERVI

Cotrespondence

Correspondent
Address Type
Address
EMail

Telephone

Fax

History C [ Functions

Click new record E on Toolbar. A blank Enrollment Details
window opens.

With your cursor in each needed data field in the top region, press
F3. This duplicates the previous entry. The DDF will not
duplicate but must be completed separately.

Click F3 to populate the Organization, then click the LOV to select
student name and contact in the Personal Details Region.

Click Save. Repeat the action to enroll the next employee.
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Mass Updating Enrollments

July 2003

Before you e You can do a mass update of the priority request to the status Placed, and
Begin issue a standard confirmation letter. You can do a mass update of the
remaining request to the status Waitlisted, and issue a standard waiting list

letter.

e |f a placed student cancels, you can choose the highest priority Waitlisted
student to fill the vacancy. You can do a mass update of all Waitlisted
students to roll them over to the next scheduled Event for the Activity.

Mass Updating  Use the priority levels you entered for the enrollment for mass updating. Use
Enroliments the following decision table to help with your levels.

Decision Table

If...

Then...

You previously entered
more Enrollments than
available quotas

You can use the priority levels to decide
which enrollments to place and which to put
on a waiting list in case of cancellations.

You can do a mass update of the priority
requests to the status Placed and issue a
standard confirmation letter.

You can do a mass update of the remaining
requests to the status Waitlisted and issue a
standard waiting list letter.

A placed student cancels

You can choose the highest priority waitlisted
student to fill quota.

You can do a mass update of all waitlisted
students to roll them over to the next
scheduled Event for the activity.

Mass Updating
Enrollments

Step

Action

1 | Navigation Path — Enrollment — Student — <Open>.

2 | The Search for Event window opens. Query for the Event you
wish to mass enroll. Exit the window.

Continued on next page
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Mass Updating Enrollments, continued

Mass Updating Enrollments (continued)

Step

Action

3

The Enrollment Summary window opens. Click the correct Event
and click the<Mass Update> button.

The Bulk Change window opens Change checkbox
simultaneously. Click the<Select All> button.

Deselect the Change checkbox for specific enrollments you do not
want to update or leave all enrollments checked if you want to
update them all.

o= Hulk Change

Status

Reason for Change

Event

Su

B Authorized

Autharized By

Click <Deselect All> if you do not want to update any enrollments
for this Event.

Continued on next page
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Mass Updating Enrollments, continued

Mass Updating Enrollments (continued)

Step

Action

6

Select the new values you want to apply in the Bulk Change
window. Enter a new Event if you want to roll forward the
enrollments into a new Event. Complete the following data fields:

faw HU K Change M Al X

Requested

FEEEGR A G Initial Enrolment

=8 Pentagon Be the Best Le

Failure Reason

SRS ABEL TRAN

Note: OTA changes all the enrollment statuses en masse for you
(and rolls the enrollments forward onto a new Event, if entered).

Data Fields Description/Action
Status Click the LOV and select new status.
Reason for Change | Click the LOV and select reason for

change.
Event Click the LOV to select the Event.
Successful Click “Yes” or “No” from the drop-down
Attendance menu. Not used by DoD.
Failure Reason Click the LOV and select the reason.
Authorized Select the checkbox.
Checkbox
Authorized By Auto-populates name of person.

Click the <OK> button. The Enrollment Summary window opens.

Exit the window.
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Changing Maximum Attendees

Changing Maximum
Attendees

Step

Action

1

4

Navigation Path — Events — Scheduled — <Open>. The
Scheduled Event window opens. Query for the Event.

Note: If the Secure box is selected, you can only update the Event
if you are assigned to the organization that is administering the
Event.

fe% Scheduled Event

tle @ From . Duration m
Training Center _ W Secure H|Resource hookings H|Frograrn Only
Locati

Administration

Enrollment Students
=iEe 11-JUN 2003
CIVDODHR
=A01-JUL-2003

B Restricted

Project
Number

Mame

Basis m Currency m Amount 7,000.00 Invoiced [@J]

Click <Change Status>. The Event Status window opens.

Click the Change Max Attendees radio button and change the
maximum number in the Students Region. The number currently
enrolled opens in the box below it. Click the <OK> button.

Note: You cannot reduce the maximum below the number
currently enrolled with the Status Placed or Attended on the
Scheduled Event window.

Students Status

Finance Lines

el All

Mot Cancel

Enrolled _

Continued on next page
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Changing Maximum Attendees, continued

11i

July 2003

Changing Maximum Attendees (continued)

Step

Action

4

If the Event was previously Full and there is a waiting list, a pop-up
box notifies you the “Waiting List Exists” and asks if you want to
select a student from the waiting list.

Click <Yes> to select from the
Waiting List

Click <No> to save the new
maximum numbers without
selecting from the Waiting List

The Waitlisted Enrollment
window opens. (The
number of vacancies for the
Event appears in a box at the
bottom of the window).

Select the student you want
to enroll on the Event by
positioning the cursor in the
Booking Status field and
selecting Placed from the
LOV. (This enables you to
fill the spaces before
someone else enters new
enrollments for the Event.)

Click <OK>.

The Event Status Change
window opens.

The Event status returns to
Normal and you and other
users can fill the spaces as
normal.

Click <OK>.

To check the changes you
have made, re-query the
Event and check to see if the
Maximum Number field
reflects the new number.

The Event status changes to “Full” when the maximum is reached.

Training: Managing Enrollments, Attendance, and Cancellations
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Double-Booking an Enrollment

Double-
Booking
Enrollments

OTA prevents you from double-booking students with the following statuses
into events:

e Placed
e Attended

A message box opens which indicates the employee is already enrolled:

APP-13582: This delegate is
already enrolled on this event,

However, OTA does not prevent you double-booking students with the
following statuses into events:

e Requested

e Waitlisted

e Cancelled

It assumes that until a student is Placed or has Attended an event, you can
book them into another, clashing event. This provides you with some
flexibilty in the way you define and manage booking students into events.

Note: OTA only checks for double-bookings when the status of the event is
Confirmed. This enables you to double-book students while you are planning
an event and, perhaps, testing various event date scenarios.
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Canceling an Enrollment

Purpose This procedure will guide you through the steps to cancel an enrollment.
See Also In this module:
il:g Chapter 2, Administering Training

Sections: Defining an Activity
Scheduling an Event/Session

Who Does This
!_ Components will determine who will have this responsibility.

Before You e If the Event was previously Full and there is a waiting list, the system
Begin opens a pop up box notifying you the “waiting list exists” and asks if you
want to select a student from the waiting list.

e The system also advises you if the Event has reached or exceeded its
maximum number of student enrollments.

e When you cancel an Event, OTA automatically cancels all enrollments.

Canceling an Enrollment

Step Action
1 Navigation Path — Enrollments — Student — <Open>.
2 The Search for Event window opens.

Continued on next page
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Canceling an Enrollment, continued

Canceling an Enrollment (Continued)

Step Action
3 Query for the Event.
[ =
Title Activity Training Center || Location Start Date End Date Status
12928 Gen Ofcr Instl 29 JAN-2003 31-JAN-2003 lNurmaI =t
Personnel Mgt 12 JUN-2003 13-JUN-2003
lPeggy's PCS 'I]l 102 DEC-2002 ll]lDECQI]I]Z
SENDO4 | 550260049  |25.AUG2003 ||27-AUG-2003
CONTRACTORI WADDODODDD 30-JUN-2003 ll]2JUL2I]I]3
lPersonneI Stu 11-JUN-2003 11-JUN-2003
{Pegay’s One T 25 APR2003 ||25-APR-2003
lPeggy's Znd T 1010000015 23.APR2003 |Z3-APR-2003
retirement 16-JUN-2003 16-JUN-2003
Clown Face P 512060760 23 JUN-2003 27 JUN-2003 -
Use the bottom scroll bar to review the remaining columns and
checkboxes.
Envoling  |Secure |Requied
|| || ||
_| _l _l
4 With the Current Record Indicator on the selected Event, exit the
window.
5 The Enroliment Summary window opens.
Move the Current Record Indicator to the Event (student) you
wish to cancel and exit the window.
=]
Mumber Cormpany Event Student Enrollment Status
6 With the cursor in the Enrollment status column, click the LOV
and select “Cancelled.”
7 Click Save and exit the window.

Continued on next page
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Canceling an Enrollment, continued

Canceling an Enrollment (Continued)

Step

Action

8

The Enrollment Details window opens with the enrollee’s name
next to the window name.

The Status data field opens with Cancelled. Exit the window.

Enroliment Details

ent e

Personal Detail

Last Mame First Name Title Murnber Organization

— | — | —

Caorrespondence

Caorrespondent

Address Type |External -

Address
EMail

Telephone

Fax

History Functions

Note: If the Event was previously Full and there is a waiting list,
a pop-up box notifies you the Waiting List Exists and asks if you
want to select from it.
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Building External Students

Purpose This section will guide you through the process of building “external”
students — those personnel who may attend your training but are not in your
database. Examples might be military personnel, contract employees, or
employees from city or state who share mutual training needs.

Who Has Access

i A Components will determine who will be assigned the role of External User.
Before You e You must be in the Role of External User to build an External Student.
Begin e A numbering or naming convention for Social Security number would

assist in identifying external students for reporting purposes, i.e.,
begin all with “888” or another number or type names in all caps.

e External Students will not be able to process TRFs or other personnel
actions. See Module 4, Chap 2, Building an External User for further
information.

Building External
Students

Step Action
1 On the Responsibilities window, select CIVDOD External User.
2 On the Navigator window, select Employee Enter and Maintain.

Reszponsibility
| CIVDOD EEO Specia

Security Group
Standard

Brs Standard
CHWDOD LN HR MGR Standard
CIDOD LN Reconstruct History Standard
CIDOD NAF HR Manager (AF) Standard
CPHDOD MAF HR Manager (Army) Standard
CIDOD MAF Personnelist (AF) Standard
CHDOD OTAPERSONMELIST Standard
CHWDOD OTATRM ADM Standard
CHWDOD PAYROLL REGENERATION Standard
CHWDOD PERSOMMNELIST Standard
CIDOD Reconstruct History Standard
Systern Administrator Standard
LS Federal HR Manager Standard

1]

Cancel

Continued on next page
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Building External Students, continued

Building External Students (continued)

Step Action
3 The find person window opens click the <NEW> button. Enter
and Maintain External User window opens. Complete the
following data fields:
FEEnter and Maintain External User
Name Cenin Im
Last
First Person TypesF
Tite _
F"%Find Person 1.
Search by number
Tj,-'[ Employee
Effective Dates
From Tao _ Latest Start Date _ [. ]
Data Fields Description/Action
Name Region:
Last Type in last name
First Type in first name
Gender Drop Down Menu:
Type Click LOV and select
External User
Hire Date Current date auto-populates
Identification Region:
Social Security Type in fictional number
Personal Information:
Birth Date Type in fictional date
Age Auto-populates from birth
date entry
Effective Dates Auto-populates today’s date
4 Click Save. Your “external student” can now be selected from the
database when you complete the enrollment process.
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